QUEST - Employer User Guide

Introduction

USER MAINTENANCE

This section of the document will show how a system administrator can manage
user access on an employer account. The person completing the
registration/Account Activation will be the default system administrator and will
receive the login credentials to access the QUEST self — service account. The
system administrator will be able to create new user accounts and assign roles to
each user account. The ability of a user to access available functions is controlled
by the roles they have.

Step-by-Step Instructions:

1. Click on the link, ‘User Maintenance’ while logged into the home page for staff.

Massachusetts Department of

Workforce

Development

Thursday, November 12, 2009
Print

Change Passward | Logoff

Employer Home

FaQ/Contact Us

Account Maintenance

Benefit Charge Activities
Collections

Carrespondence
Employment and YWage Detail
Reparting

Histary

Payment Information

User Maintenance

Employer Information

Employer Account Number: 100 Employer Mame: Employer

Employer Home

Employer Home
Employer Home

EAQIContact s
Review frequently asked guestions (FAQ's) for the Ul program or Ul
gystem. Submitinguiries if the FAQ does not answer your question

Account Maintsnance

Maintain account information including changing legal name, mailing
address, ownersi/officers, reporting units, or reporting status. View the
most recent Tax Rate Motice, authorize TP As or provide information
regarding the purchase or sale of a business.

Caollections
Yiew and maintain collections activities against an employer.

Benefit Charge Activities

View Benefit Charges by calendar year and quarterly summaries;
claimant detail surmmaries; and individual claimant transaction details
Additional information includes fiscal year summaries with tax rate
buydoiwn andfor merger-acquisition details related to benefit charges.

Employment and Wage Detail Reporting

Submit Employment and YWage Detail Reports for this Agency and the
Department of Revenue. View historical Employment and VWage
Reporting information

Correspondence
Search for Correspondence

Payment Information
Walke payments: view account summary, pending payments, processed
or cancelled payments, taxable wages, and FUTA credit information.

History
Access all active worlkflow items related to an employer, corresponding
documents and workflow reassignment history

User Maintenance
Assign or Update user access to Employer account information.

2. The following page will appear. Click on the link * Employer Roles’.
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Massachusetts Department of
Thursday, November 12, 2009
Workforce rind
Developmant

|
Change Password | Logoff

Employer Home Employer Information

FAQ/Contact Us Employer Account MNumber: 10C Employer Mame: Employer

Account Mantenance

Beneft Cherge Aciies

Collections

Correspondence Employer Roles
Assign or update user access to Employer account information

Employment and Wage Detail

3. The following page will appear.

[ husett rtment of
lassachusetts Department of Thursday, November 12, 2009

Workforce Pt

Development

Change Password | Logoff

Employer Home Employer Information

EAQ/CORtact Us Employer Account Number. 1000 Employer Name: Employer
Account Maintenance e
Benefit Charge Activities User Search Criteria
Collections User D
Correspandence Last Name:
Emplayment and Wage Detail First Name:
Reporting
) Roles: | any v
History

Payment Infarmation
User Maintenance
* Employer Roles

Search Reset m

Click here to modify an Click here to create a

existing user account.

new user account.

Creating a new user account:

4. The following page will appear. Enter the user details as required. NOTE: The 4 digit PIN you enter
here will be used to reset the password for this account. Click ‘Save’.

M husett: it of
lassachusetts Department o Thursday, November 12, 2009

Workforce Pt

Development

Change Password | Logoff * Indicates Required Fisld

Employer Home

Employer Information
EACYContact Us Employer Account Mumber 100 Emplayer Mame: Employer

Account Maintenance

Benef: Charge Actvites
Collections First Name [*
Correspondence Widdle Initial
Employment and Wage Detail |ast Mame P
S;f;;;mg Telephone axt:
Paytment Information ehviail *
User Maintenance Emplovee D *
+ Employer Roles A-digit PIN Code ™ [
Effective Start Date o
Effective End Date

1\

o o]
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5. The following page will appear, confirming that the login credentials have been emailed to the user.

Massachusetts Department of

Workforce Thursday, November 12, ZF'urj

Development

Change Passward | Logoff

Employer Home Employer Information

EAQ/CONtaC Us Employer Account Mumber: 100 Employer Mame: Employer

Account Maintenance -
Benefit Charge Activities Password Link Sent

Collections An eMall message has been sent to the user containing an encrypted link which that user can use to login to the system and establish a passwaord
Correspondence

Employment and Wage Deta Maote: This password link will only be effective for the next 2 hours.

Repartin
History

Payment Information

6. The following page will appear, confirming that the login credentials have been emailed to the user.

7. NOTE: You must add roles to the newly created account, in order for the user to be able to use the
newly created account. Please refer to the instructions below for adding roles.

Modifying a User Account:

8. Repeat steps 1 to 3. Enter search criteria to find the account you are looking for and click ‘Search’.
The search results will appear as shown below.

Massachusett: rtment of
assachusetts Department o Thursday, November 12, 2009

Workforce print

Development

I —————————
Change Password | Logoff

EmployerHome Employer Information

EAQ/COntact Us Emplover Account Mumber: 1000 Employer Mame: Employer
Account Maintenance
gonen crarge cctves | K eaa
Collections User Type: Employer
Carrespondence e %ﬁe”D- 3501
irst Mame: Tom
Do N e e Middle Initial
History Last Mame: X
. Telephone:
anm;ntl?formatmn eMail zz@detma.org
fer AINtENance Employee ID? 2137
Employer Roles PIN Code? 2137

Effective Start Date: 11/1/2009
Effective End Date:
Last Logged On:
Incorrect Password Attempts: 0
Account Status: Active
Security Question:
Security Answer

Modify User Attributes

L Modify Update the basic information for this user
Roles View/Edit security roles for which this user is assigned.
Employer Units View!Edit employer units for which this user has access.
Click on the link to Reset Password Reset the user's password by sending a "password reset” eiail.
perform the action Inactivate Inactivate the user's access to the system.

described. m
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Modify: This link allows you to update the profile of the user. Clicking on the link will open the page shown
below. Make your updates and click ‘Save’. You will be returned to the page shown in step 8.

Massachusetts Department of

Workforce

Development

Friday, November 13, 2009
Prrint

Change Password | Logoff

* Indicates Required Field

Ernployer Home

FACYContact Us

Account Maintenance

Benefit Charge Activities
Callections

Correspondence
Emplayment and Wage Detall
Reporting

Histary

Payment Information

User Maintenance
* Employer Roles

Employer Information
Employer Account Number: 100

Employer Mame: Employer

User Details

User Type
Lser D
First Nams
Widdle Initial
Last Mame: [« o
Telephone
ehail
Employee ID?
4-digit PIN Code® (2137 i

Effective Start Date: 11/1/2009
Effective End Date: |

Last Logged On
Incorrect Password Attempts. 0

Account Status: Active

Securty Question
Security Ansiver

Employer
tx501
Tam

et

Z@detma.org
2137

*

Previous Comments

New Comments

ElCE

Roles: The ability of a user to perform functions within the online QUEST system is controlled by roles
assigned to their user account. Example: A user with the role * Employment and Wage Detail View Only”’ will

have only a view of the employment and wage detail transactions, but will not be able to submit employment

and wage detail reports. Clicking on the link ‘Roles’ will lead to the page shown below. Make your updates
and click ‘Save’. You will be returned to the page shown in step 8.
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Workrorce

Development

Change Password | Logoff

Ermnployer Home

FaQContact Us

Account Maintenance
Benefit Charge Activities
Collections
Correspondence

Employment and Wage Detall
Reporting

Histary

Payment Information

User Maintenance

_» EmployerRoles

Check this box and
click ‘Save’ to remove
this role.

Check this box and
click on ‘Save’ to add
this role.

Units: Clicking on

Employer Information

Employer Account Mumber, Employer MName:

Assign Roles To User

User Type: Employer
User IO ty01
Mame: Tomy

Current Roles Assigned to User
Remove

[JSystem Administrator
Description: System Administrator
[JPayments Update and Submit
Description: Payments Update and Submit
JAccount Maintenance Update and Submit
Description: Account Maintenance Update and Submit
[JEmployment and Wage Detail Update and Submit
Description: Employment and Wage Detail Update and Submit
[JBenefit Charges Protest Submission
Description: Benefit Charges Protest Submission

Available Roles
Add
[JAccount Maintenance View Only
Description: Account Maintenance Wiew Only
CJEmployment and Wage Detail View Only
Description: Employment and VWage Detail View Only
[JBenefit Charge View Only
Description: Benefit Charge Wiew Only
CJPayments View Only
Description: Payments View Only

o]

the link *Units’ will lead to the page shown below. Here you will be able to control the ability

of the user to access Reporting Units with their assigned roles. On this page, enter your updates as necessary
and click ‘Save’. You will be returned to the page shown in step 8.
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Massachusetts Department of

Workforce

Development

Friday, November 13, 2009
Print

Change Password | Logoff

Employer Home

FACHContact Us
Account Maintenance
Eenefit Charge Activities
Callections
Correspondence

Employment and Wage Detail
Reporting

History
Payment Information
User Maintenance

* Employer Roles

Employer Information

Employer Account Number: 100 Employer Mame: Employer

Select Employer Units

User Type: Employer
UserID: tx501
Name: Tom X

Full Access

Check the following boxes if the assigned role will be for all Employer reporting units. If this checkbox is slected, the assigned role will apply to all new
and existing Employer reporting units. Cthenaise, roles will need to be assigned individually (see next section below)

[ Employment and Wage Detail Update and Submit
[ Employment and Wage Detail View Only

Employer Units
Selectthe checkbox next to the role, for a given employer unit, in order to grant access to that role

Unit

0000
[ Employment and Wage Detail Update and Submit
[ Employment and Wage Detail View Only

0001
[0 Employment and Wage Detail Update and Submit
[ Employment and Wage Detail View Only

Physical Address
19 STANIFORD ST, BOSTON

XXXXX, Boston

Reset Password: You will be able to inactivate a user account, by clicking on the link ‘Reset Password’. The
following page will appear. Click ‘Confirm’ to reset the password. The user will receive a link on the email
address associated with the account. The user will be able to establish a new password by answering the
security questions set up at the time of initial login.

Massachusetts Department of

Workforce

Development

Change Password | Logoff

Friday, November 13, 2009
Print

Employer Home

FaAQyYContact Us
Account Maintenance
Benefit Charge Activities
Collections
Correspondence

Employment and Wage Detail
Reporting

History
Payment Infarmation
User Maintenance

* Employer Roles

Employer Information

Employer Account Number. 100 Employer Name: Employer

Reset Password

Are you sure that you wish to reset the password for, ted01
This action will cause the system to send a secure link to the user's eMail address for the user to click and create a new password
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Inactivate: You will be able to inactivate a user account, by clicking on the link ‘Inactivate’. The following page
will appear. Click ‘Confirm’ to inactivate the user account.

Massachusetts Department of

Workforce Friday, November 13, ZPIJrj

evelopment

|
Change Passward | Logoff

Ermployer Home Employer Information

FacyContact Us Employer Account Mumber 10C Employer Mame: Employer
Account Maintenance

Benefit Charge Activities Inactivate User

Collections Are youl sure that you wish to inactivate the user: tx501
Corresponcence

Employment and Wage Detail

Histary

Pl s mimb L een mbion
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